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SCHEDULE
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1. Requesting Agency

SENT COUOTY

2. Division or Bureau of Requesting Agency

TREASURES

3. Authorization Requested (Check only one of the squares below).

H Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re- \
cords for which there is a continuing

accumulation. The records, will cease to
• have value to warrant their, retention after
the period of time indicated.

" I Microfilm and destroy originals.
_J Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

: 5. Description of Records .
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. •

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. BOHDS AHD COSPOSQ

Dates t 1936 '- ^
Quantityt 2 cubic foot • ;

File ArrangejBentt Chronological ;-. ' •
Disposable inountj 2 ciibic feet ;

Bondsi and coupons issued by the County for schools and public
roads. All have been redeemed. Bonds and coupons since X9h9
are in the County Costaissionera1 office.
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7. Ageweŷ  DjyfSon or Burepp Representative

Signaturl Title Date

Schedule Authorized as
i Records Commission.,

/OSS/Si
' " ' Dote

Indicated in Col. 6 by Hall

: ^
Archivist

of Disposal Authorized as
Public Works.

Date

Indicated in Col. 6 by Board

Secretory

of



..FORM HR-'RM 1
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Mall of Records
Commission

RF EST FOR RECORDS RETENTir ' SCf ULE

To b ubmirted to the Records Mano3emen( ivision

Hall of Records Commission

SCHEDULE..
NO. r* - 65
.AGE
NO. 1.

1. Requesting Agency

KENT COUHTY

2. Division or Bureau of Requesting Agency

TREASURER

3. Authorization Requested (Check only one of the squares below).

A

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention. . , .

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. '

6. Recommendation
of Hall of Records
and Board of Public
Works.

CASH RECEIPTS BOOK .

Datess 1921*- - . .;'.;'.'
Quantityt 2 cubic feet .
File Arrangements Chronological
Annual Accumulations Less than \ cubic foot
Audits Annual outside audit and State audit";

A record of all cash received by the Treasurer each month entered
from the Daily Cash Book. The Cash Receipts Book and the Disburse-
ments Book are the Treasurer's final books of account.

RECaraffiHDATIONj RETAIN PERMANEHTET.. £ % B •':

DISBURSEMENTS BOOK - "

Ami-

CO
CO

LU O

2
"•8

192U - -
Quantity' 8 cubic feet - ^i;vr?
File Arrangements Chronological1 ^%'-s-
Annual Accumulations Less than \ cubic foot

. ; Audits Annual outside audit and State audit
A record of all money disbursed by the Treasurer* Entries are made
from the checks uhich he issues, and each entry shows date, payee,
cheek number, total amount payable, and bank upon which dram. The
Disbursements Book and the Cash Receipts'Book are the Treasurer's
final books of account. -\

RETAIN PERMANEOTLT.

presentative

Signature Title Date

Schedule Authorized as -Indicated in Col. 6 by Hall of
rds Commission.

ArchivistXDate

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

0 C T 8 1956
Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Holl of Records
and Board of Public
Works.

3. DAILY CASH BOOKS

D a t e s : • 1 8 9 2 - - ;.- V . -/• -[.^JKi-:/^;,'/
Quantity* 12 cubic feet -., y;V;̂ .'"'-.;""
File Arrangements Chronological
Annual Accumulations Less than ̂  cubic foot
Disposable Amounts 11 cubic feet
Audits Annual outside audit and State audit

Daily entries show all money received by the Treasurer, broken
down into money received for the Stats and money received for the
county. Konthly totals are recorded in the permanent Cash Re-
ceipts: Book. '• •.. •...••-•; ; •" • ".:•..-..

RECO>HEHDATION* RETAIN FOH THREE YEARS OR UNTIL AUDITED, WHICH-
_ • ....... EVER IS LATER, AHD THEN DESTROY.

CANCELED CHECKS AHD BANKING RECORDS V •••.. vi:".-M- ;-y'-\/

D a t e s * 1 9 3 1 • •• .• .•••;• • ' ^ ^ i - > - . ^ - . : - : • *

Q u a n t i t y * 2 1 c u b i c f e e t ••_'. i • '.:•>" .
Annual Accumulation* 1§ cubic feet : t
Disposable Amounts 17 cubic feet
Audits Annual outside audit and State audit.

This item includes canceled checks, checkbooks and stubs, deposit
slips, bank statements, bank books and adding machine tapes.
Records of all checks and bank balances are maintained In the per-
manent Disbursements Book. Bank balances are also recorded in the
Minutes of the County Commissioners*

RECOMMENDATION* RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICH-
EVER IS LATER, AHD THEH DESTROY*

TAX ROLL

Dates: 18?O
Quantity: 35 cubic feet
File Arrangements Annual by district
Annual Accumulation* 2 cubic feet
Disposable Amounts 27 cubic feet
Audits Annual outside audit and State audit

Each year a new Tax Roll Is made up from information^in the Assess-
ment Books. The Roll is made, together with the Tax Bill, on an
addressograph machine, and entries show name and address of tax-
payer, assessments for County and State purposes, and County,
State,, and-total^taia's". T-.'Kheii."payment is made the date thereof is
posted from the Office Copy of the Tax Bill. If a payment is not
made, a record is entered in the Insolvencies Book of the County
Consnissioners. Property not redeemed and subject to tax sale is
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

recorded in Tax Sale Books kept both by the Treasurer and the
County Commissioners. All three of these books are permanent
records. The statute of limitations for collection of taxes i s
four years (Section 210, Article 8 l j Annotated Code of Maryland,

5 Edition). C O

RECOMMENDATION* RETAIN FOR F I V E TEARS OR UNTIL AUDITED, WHICHEVER
I S LATER, AND THEN DESTROY. . .

T A X B I L L F i L s . , ; ! :[ ]'••.''• i*£l::\ [ , : ' ' " ' ? - ; ;\ \ : ^ • . • . • • S - r ! : • ; ' : •.' '. : '

D a t e s *
Quantity* f'j>5> cubic feet '
File Arrangement* Annual and Chronological by date of

payment ,
Annual Accumulation* 3 cubic feet. ! ,'.'..' . • ... y '.
Disposable i-i-jsnt* J4.6 cubic feet ;;,. ',''','•
Audit* Annual outside audit and State audit

Tax Bills are typed on a printed form with an addressograph machine
at the same time the Tax Roll is made, and contain exactly the same
information as the Tax Roll. An original and three copies are .
prepared as follows?

1. Billing Original* Sent to taxpayer and presented by him
with payment., ,

2. Delinquent Notice Copy* Sent to taxpayer after end of
current tax year if taxes are still unpaid*

3. Office Copy* Retained in office as record of account;
when payment is made this copy is stamped "paid" and the
date of payment is shown. The date of payment is then
posted to the Tax Roll.

It* Receipt Copy* Given to Payor as his receipt, if he so
requests.

The Billing Original, Delinquent Notice Copy, and Receipt Copy
are considered non-record within the meaning of the statute govern-
ing non-record material (Art. I4I* Sec. 1#>, Annotated Code of Mary-
land, l°5l Edition). The recommendation below applies only to the
Office Copy. The present form was preceded by a combination bill
and receipt shoving assessment, tax, and interest for both State
and county taxes and name of taxpayer. A stub retained in the
office shoved the same information.

o
—j
—1
«3T

RECOMMENDATION*

TAX SALE BOOK

Dates*
Quantity*

RETAIN FOR THREE IEARS OR UHTIL
IS LATER, AND THEH DESTROT.

cubic foot (1 volume)

Coot.
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9.

i

•;. File Arrangement* Chronological
Annual Accumulation* Less than ̂  cubic foot
Audit* Annual outside audit and State audit

Contains a record of property sold or intended to be sold for non-
payment of taxes. Entries show certificate number, district,
person assessed, person sold to, amount of assessment, amount due,
tax year, amount of purchase price, and remarks* Similar informa-
tion is kept in the Tax Sale Book of the County Commissioners*

RECOMEHDATIQN*RETAIN PERMAHEBTLT. '••. •• .'r • • • •'.'•','-."'. ;.

LICEHSE TAX ACCOUHT '['.."•" . : ' ;

• • . :• D a t e s * 1 9 5 5 - - = . • •" /'v.. ••"; ••.-• ' . ' . - V : 1 , . . ,

- Quantity* Less than ̂  cubic foot
. File Arrangement* Chronological -

Annual Accumulation* Lessthan ̂  cubic foot
Audit* ; Annual outside audit and State audit " '

Each year automobile license applications are sent by the Depart-
ment of Motor Vehicles to owners of cars registered in Maryland*
Owners who pay for their tags in Kent County complete the applica-
tions and turn them in with the license fees to the County Treasu-
rer* The Treasurer uses the License Tag Account form to forward
the applications, and money to the Department of Motor Vehicles*

The License Tag; Account.i3 prepared in triplicate, the original
and first copy going to the Departsitent of Motor Vehicles and the
second copy remaining:with the Treasurer* -Entries show date,
serial number, license number, nan e and address of owner, amount
collected, total amount collected, check number or money order
number, tag inventory, and signature of Treasurer*

CO
CO

or ct:
*- 8
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RECOf^EHDATIONt RET APT FOR THREE TEARS OR UHTIL AUDITED, VHICH-
EVER IS LATER AHD THEH DESTROT.

>/v-C_

UCEH5S APPLICATIOH STUBS

Dates. 19h2-i -":
Quantity* h cable feet -
File Arrangement t Alphabetical
Annual Accumulation« 1 cubic foot
Disposable Amounts 2 cubic feet

When the Departaent of Motor Vehicles receives the automobile
license application f onsarded with the License Tag Account, a stub
la torn from the application and returned to the Treasurer vith the
share of the license fees going to the County and incorporated
towns therein. Data on the stub la posted to the Automobile Book,
and the stab is then filed for reference purposes In alphabetical

BOARD L..;- WORKS

§ mi

( •;. - .T.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

10.

n

order by name of owner. This file is kept in the office for one,
year and is not used thereafter. \

RECKMENDATIOlft RETAIN FOR THREB YEARS AKD THEN DESTROY." ;

AUTOMOBILE BOOK" ", ' ' . ' •• ;

Dates: , ,
Quantity j 6 cubic feet ...,. .... ; , .. '
. File Arrangement: Chronological ..'..,.' V
Annual Accumulation* ^ cubic foot
Disposable Amounts Ujg cubic feet '.,.••
Auditt Annual outside audit and State audit

The Automobile.Book is at present used to break down automobile
license fees into portions for the State, county and incorporated
towns. Entries ara /uado from the License Stubs, and show date,
name and address of taxpayer, make and year of car, tax money ;
apportioned to the State, county, Chestertown, Rock Hall, Better*
ton, and Galena, and the total tax. !

Prior to 19hl the Automobile Books were used as Tax Rolls for the
collection of automobile taxes, which until then was handled
entirely b y the County Treasurer. ,

HECOMHENDATIONf. RETAIN FOR THREE YEARS OR DKTIL AUDITED, tHICB-
::/; EVER IS LATER, AND THEN DESTROY. ; r"

CORRESPOHDERCB^ : , . ' •

Dates* 1932 -'-
Quantity! ^ cubic foot
File Arrangement j Alphabetical by subject '
Annual Accuraulationj Less than ̂  cubic foot
Disposable Amountx § cubic foot

Correspondence connected with the work of the Treasurer's office.

RECOMMENDATION: RETAIN FOR THREE YEARS; THEN REH09E AND H E T A H
PERMANENTLY ALL MATERIAL OF ADMINISTRATIVE CR
IEGAL VALDE AND DESTROY ALL OTHER MATERIAL.
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